Adagio JobCost 92A: Import Bill Batches: Revised November 27, 2015:
Adagio JobCost will allow you to add new Bill Batches.
Adagio JobCost has a simple Bill Batches Default import template that matches the export template. There is
also a sample import file to match this template in the sample data.

AJBILLS.CSV
You can also create your own import file templates, provided your import file or import template contains
certain required fields. For more information on setting up your import file and template properly, please see the
Template Requirements section below. You can also review all available fields that can be included in the Table
of fields section below.
For information on specific types of data, see the Data Types section.

You may delete the default import/export templates that are not useful to you. However, if you delete all of the
import/export templates, the list of default templates will be recreated.

File Information tab
Use this tab to set the File format. Excel, ASCII CSV (Delimited), or ASCII Fixed Length are the most
commonly used File Formats.

If ‘Auto-import on startup’ is selected, you must also select the option, ‘Delete import file on success?’.

Minimum Fields Required to import a new Bill Batch

Field Name Default Type | Length | Notes

Job String 6 May be in Field Defaults
Phase String 6

Category String 6

Amount Number 16 Must be in Import File

Template Requirements Notes

++ Job cannot be blank or invalid. This field is validated.

% Phase and Category are required in the import template unless the Entry Type is Defaulted to Payments.
They will be required to be non-blank in the import file/Field Defaults, depending on the Revenue
Tracking Level option selected on the Job.

+«+ For Jobs with Revenue tracking level at Job, Phase and Category should be blank for: Billings, Other
Charges, Retainage and Retainage Invoices.

¢+ For Jobs that have a Revenue tracking level of Phase, Phase cannot be blank or invalid. This field is
validated for: Billings, Other Charges, Retainage and Retainage Invoices.

+« For Jobs that have a Revenue tracking level of Category, Category cannot be blank unless the Phase
does not have Categories apply enabled. Category cannot be invalid. This field is validated for Billings,
Other Charges, Retainage and Retainage Invoices.

+« Entry Type may be left out of the import template. It will default as Billings. This field can be blank
but cannot be invalid. Entry type is validated. The values are:

1 - Billings

2 — Payment

3 — Retainage

4 — Retainage Invoice
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8- Other Charges

% Reference is an optional field. However, if you are using Retainage or you are tracking Other Charges,
you should add the same reference for all related entries so they can be more easily matched up:
1. the Billings entry for the original invoice
2. the Retainage entry for the amount withheld from the original invoice
3. the Other Charges that are being tracked
4. the Retainage Invoice for the amount previously retained.

If you import a Retainage Invoice and the Company Profile option ‘Warn on missing retainage
reference’ is enabled, you will receive a warning if you import a Reference that does not match the
Reference of a posted Retainage entry in batch entry.

+« Transaction Date may be imported or defaulted. If it is not, it will default to the session date.

Table of fields

Field Name Default Type | Length | Req? | Value if not Imported | Notes

Job String 6 Y N/A

Phase String 6 Y* | N/A See Template Requirement Notes
Category String 6 Y* | N/A See Template Requirement Notes
Entry Type String 6 N Billings See Template Requirement Notes
Document String 16 N Blank

Reference String 16 N* | Blank See Template Requirement Notes
Description String 30 N Blank

Transaction Date | Date 8-10 N Session

Amount Number 16 Y N/A

Source String 2 N Blank

JobCost automatically creates a Default template which includes the fields in italics above.
Date fields must be set to ASCIl — YYYYMMDD format.

Data Types and Additional Notes

Dates:

% 4 possible formats to choose from:

< ASCII YYYYMMDD - 2 or 4 digit year formats allowed (“100128” or “20100128”).

%+ Date — The Julian date format as a number of days since Dec 31 1899. (ie 37649).

% WinFormat — The ‘short date format’ as defined in the Windows Regional Settings (ie “01/28/2010).

%+ User specified — Set the desired date format exactly as it is in the import file (ie MMM dd yyyy if this
date is formatted Jan 28 2010). Do not use 'User-specified’ date format with Excel. Format cells in Excel
affects the display but not the stored value for the date.

Strings:
++ Setting an offset for a field, larger than zero, will skip that many characters from the beginning of the

string.
¢+ Extra characters after the defined field length will be ignored.

Numbers:
*+ Negatives use a leading ‘-°.
¢ If decimal amounts are required, they must be entered into the import file.
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